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ADMINTSTRATIVE PROCEDURES 481

PHASE II_- FIRST WEEK
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REQUIRED READING
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Leeture Outline & Study Guide
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20 April - 8 May 1959

! ADHIWISTRATIVE PROCEDURES #83 PHASE ¥ - FIRST WEEK
i SRR S T soanol T
1
‘ DATE TOE ROOM SUBJECT and NATURE of INSTRUTTION INSTRUSTOR(S ) REQUIRED READING
0830 ~ 0910 136  Ceourse Administration and Introducticn 25X1A
i 0920 ~ 1020 136 National Seecurity Council Fublic Iaw 253 & 110
| 20 April 1030 - 11L5 136 Security of Employees Cutside Activities
(Mon) 3245 - 1400 136  Orgmnization of Depwty Director Support organization I 2s5x1A
1410 ~ 1500 136 Use of Agency Regulations erd Manuals Lecture Qutline
1510 - 1700 155 THE ANIMAL FARM and Critique
|
0830 - 1010 136 Organization of Deputy Director Intelligence 25X1A
Q 1020 - 1230 136 Organization of Deputy Director Plans IL, 11z, v
2% April -7 25X1A
{Twes} 1330 - 1530 136 Functions of Area Divisions & Overseas Installations r VII, Part A
1540 - 1630 136  Field Uniform Records Procedures lecture Cutline & [N -\,
1640 - 1700 136 Semivar on Crganizaticn
0830 - 1050 136 Clandestine Serwices Recerds Prosedures lecture Qutline
22 April 1100 - 1145 136  Office Administration Skt

o5x1a  fWed}

12k5 - 1700 136,

Lecture Cutline & Study of
Stendardized Gov’t Travel Rege.

0830 -~ 1050 136

Lecture Cutline & Study Guide

23 April 1300 - 1230 136
(Tours) 1330 - 1700 136  Uompletion OF Tractice & Critigue
. 0830 - 1000 136 Dispatch and Pouch Manifeot Precedures Test
1010 - 1210 136 Peracnnel Techniques ard Services
2% Aprid 1310 - 1350 136 Records Integration Functione
{Fr1) 2400 - 1500 - 136 Objective Test A

1510 - 1530 136  Course Administration
1550 - 2700 136 Critigque of Jbjective Test A

Lecture OQutline

(L) lecture (F) Film (€) Critique {S) Semipar (P) Practice (T) Test (Sk) Skit

S-B-C-R-E
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ADMINISTRATIVE FROSEDURES #63 PHASE I - SECORD WEEK

TINE ROOM SUBJSECT end MATURE of INSTRUCTION ERSTRUCTOR(S ) REQUIRED READING

0830 - 2050 Project Prosedures Leeture Outline

2100 ~ 1200 Medical Office Procedures

1300 - 1440 Meme Checks Lectuzre Outline

1450 - 1530 Critique of Domestic Travel

1540 - 1700 Message Writing and Cable Format Cable Handbook & Lecture Qutline

0830 Cable Procedures, Practice and Critique {L)(PXc
1330 Mesgsage Writing and €able Test T 25X1A
1530 Introd ion to Claniestine Activity L

0830 Opposition to Clandestine Activity (L)
0950 5 (L)
1130 25X1A {8k}
1300 (1)
1410 - 1540 6  Cemmunications

(1)
1550 ~ 1700 Perscnal Meeting Film & Discussion (F){T)

0830 - 1010 | ] 25X1A

1020 - 1050 Stidy of Operaticmal &id

1100 - 1200 Question Period on Operaticonl Aid & "The Spy Web™
1300 - 1400 Summary of Tradeeraft

1410 - 1700 Film - WALK EAST ON BEACON apd Test

0830 - 0950 Critigue of (Dispatch & Fouch NHanifest

1000 - 1045 (Message Writing & Cable Formab

1055 - 1130 (Tredecraft

1230 - 1330 Objective Test B

1340 - 1430 Course Administretion

1440 - 1700 136  Critique of Objective Test B and Phase I of Course

Approved For Release 2000/08/17 : CIA-RDP78-03930A0001001100_01-7




e ADMENISTRATIVE PROCEDURES 783 PHASE II - FIRST WEEK

DATE TIME ROON SUBJECT axd NATURE of INSTRUCTION INSTRUCTOR(S ) REQUIRED READING
4 0830 - 1130 136  Class B Aceounting Procedures _ Cless B Procedures
(hm 1230 - 1700 136 Class B Accousting Prectice ) 25X1A

5 s 0830 - 1030 136 Class B Accounting Test
ol N 1040 -~ 1230 136 Reyments to Overseas Perscnnel
Atues) 1330 - 1700 136  Foreign Travel and Fractice

1A
X Lecture OQutline

Study Guide (Parts I & II)

0830 - 1020 136 Foreign Travel Test
1030 - 1200 136 Prineiplcs of Type II Field Supply Procedures Lecture Qutline & Study Guide -~
Type XI Field Property Records
(Wed) 1300 - 1460 136  Reviev of Sample Problem
1410 - 1450 136 "The Cther Hat" - Film amd Critique

1500 - 1700 136 Type II Property Records Practice

0930 136 Reviev of Type IX Property Records Practice Preblem
1130 136 Type IX Property Records Test

1215 136 25X1A

1530 136 ‘oreign Assignments

§

1540 - 1700 136 Shipment of Car and Household Effects
0830 - 0950 136  Critique of (Clsass B Accounting
D 1000 ~ 1050 136 (Poreign Travel
i 8 May 1200 - 1140 136 {Property Records
] {Frij 1240 - 1340 136 Objactive Test C
: 1350 - 1450 136 Course Administration
1500 - 1700 136 Critique of Objective Test C and Course

~
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ADMINISTRATIVE PROCEDURES #8k4

|

PHASE 1 - FIRSP WEEK

TIME

ROCM

SUBJECT and NATURE of INSTRUCTION

INSTRUCTCR{S ) REQUIRED READING

0830 - 0910

0920
1030
1245
1410
1510

1020
1145
1400
1500
1700

136
136
136
136
136
155

Course Administration and Introduction
National Security Council

Security of Euployees Cutside Activities
CGrganization of Deputy Director Support
Use of Agency Regulstions and Manuals
THE ANIMAL FARM and Critique

public law 253 & 110
organization [ 25x1A
fecture Outline

25X1A

0830
1020

1330
1540
1640

1010
1230

1530
1630
1700

136
136

136
136
136

Crganization of Deputy Director Intelligence
Organization of Deputy Director Plans

Functions of Area Divisions & Overseas Installatiocns
Field Uniform Records Procedures
Seminar on Organization

organizetion I 25X1A <
H %1» IIL, V' 25x1A

r VII, Part A
lecture Outline & _

25X1A

17 June
(Wed)

0830
1100
1245

1050
1145
1700

136
136
136

Clandestine Services Records Procedures
Office Administration Skit
Domestic Travel and Practice

lecture Qutline

lecture Outlipe & Study of
Standardized Gov't Travel Regs.

18 June
{Thurs )

0830
1100
1330

1059
1230
1700

136
136
136

0830
1010
1310
1400
1510
1540

1000
1210

1500

136
136
136
136
136

136

Pereonnel Technigues axd Services
Records lategration Funetions
Cbiective Test A

Course Administration

Critique of Objective Tesht A

Lecture Outline and Study Guide

Lecture Cutline
lecture Outline

89)]

(r)

Film (C) cCritique (S) Seminar (P) Practice

(T) Test {sk) Skit
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Critigue of Cbjective Test B and Phase I of Course

8-B-C-R-E-T
ADMINISTRATIVE PROCEDURES 84 w& |
- ——
DATE TIME ROOM SUBJECT end MATURE of INSTRUCTION INSTRUGTCR(S ) REQUIRED FPEADING
P
0830 - 1050 136 Project Procedures “fecture Qutline
1100 ~ 1200 136 Medical Office Procedures
22 June  13C0 - 14hO 136  Name Checks Lecture Outline
{Mon) 1450 - 1530 136 Critique of Domestic Travel
O 1540 - 1700 136 Message Writing and Cable Format ceble pendbook % lLecture Qutline
o . 0830 - 1230 136  {able Procedures, Practice and Critiaue (Li(pXc
\ 23 June 3330 - 1520 136 Message Writing end Cable Test (T 2EXIA
{Tues) 1530 - 1700 136 fotroduction to Clandestine Activity {1
| 0830 - 0940 136 osition to Clandestine Activity
1 095C - 1120 136 ,
Y 1130 - 1200 136 25X1A {sk
! 24 June 1300 - 1400 136
{Wed) 1410 - 1540 136 Communications
1550 - 1700 155 Personal Meeting Film & Discussion {F)(>
0830 - 2000 136 N 2512
1020 - 1050 136  Study of Operational Aid
~ 25 June 1100 - 1200 136 Question Period on Cpersticnal Aid & "The Spy Web"
O lrpur) 2300 - 3k0O 136  Tredecraft Discussion
—~ 1410 - 1700 155  Film - WALX EAST ON BEACON end Test (r)
0830 - 0950 136  Critigue of N
1000 - 1045 136 (Message Writing end Cable Forma
26 June 1055 - 1130 136 {Tradscraft
{Fr1) 1230 -~ 1330 136 (bjective Test B
1340 - 1430 136 Course Administration
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ADMINISTRATIVE PROCEDURES #84 = ===7="= j FHASE I1 - FIRST WEEK

29 June 0830 - 1200 136 Foreign Assigmments: I o< C T oeture Outline
{Mon} 1300 - 1700 136  Foreign Travel and Practice " study Guide - Parts I and II

0830 - 1020 136 Foreign Travel Test

; DATE TIME ROOM SUBJECT and FATURE OF INSTRUCTION INSTRUCTCR(S ) REQUIRED READING
|

|

[ 1030 - 1200 136 Principles of Type 1II Field Supply Procedures

Lecture Outline and Study Guide -

2 30 June Type II Field Property Records

(Tues ) 1300 - 1400 136 Review of Sample Problem
1410 - 1450 136 "The Other Hat" - Film and Critique
1500 - 1700 136 Type II Property Records Practice

25X1A

25X1A

Lecture Outline

1wy 0830 - 0930 136 Review of Type II Property Records Practice Problen
Zwéd) o9k - 1130 136 Type II Preperty Records Test .
! 1230 -~ 1700 13€ Class B Accounting Procedures and Practice

0

| 0830 - 1130 136 Completion of Accounting Practice
i 2 Ju 1230 -~ 1450 136 Class B Accounting Test
: {Thur 1500 - 1700 136 Payments to Overseas Personnel

0830 - 09k0 136 Shipment of Car and Household Effects Lecture Qutline
0950 - 1030 136 Critique of (Foreign Travel
3 duly 10k0 - 1m0 136 {Property Records
O {Fr1) 1110 - 13k5 136 {Class B Accounting
—~ 1245 - 1345 136 Cbjective Test ¢
[ 1355 - 1440 136 Course Administration
: 1450 - 1700 136 Critique of ObJective Test C and Course




25X1A
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. S-E-C-R-E-T i
ADMINISTRATIVE PROCEDURES PHASE I - SECOND WERK
SRINIRATIVE PROCEDURES 85 ZASE I - SECOND WERK
o e ROOM SUBJECT ard FATURE OF INSTRUCTTCHN IRSTRUCTOR(S ) REQUIRED READING
. 30 - 1050 136 Project Procedures
10 Augusit ggo - ngo 136 Medical Office Procedures Testars Ox °
(Mom) 1210 - 1300 135 eoique of Domestic Travel & Objective Test A :
1400 - 1700 136 Keseage Writing anmd Cable Format Cable Handbook and Iecture Outline
0830 - 1130 136 Cable Procedures, Practice ami Crit, ®
Pyt 50 -y 136 Yeasage Writing aml Cable Test 0 26X1A
1530 - 1700 136 Introduction to Clandestine Activity
0830 < 0940 136 11, stine Activity
0850 - 1100 136
12 August 13130 - k0 AD 25X1A
[C2) 1240 - 1350 136
400 - 1550 136 cations
1550 - 1700 AW . Personal Moeting Film and Discussion
0830 - 1010 136 F 25X1A :
13 Auguat 1020 - 1050 136 Wy of Operaticmal Aid
(Thur) 2100 - 1200 136 Discurzion of Operational Aid
1300 - 1340 136 Tradecraty O

1350 - 1700 AW i‘il'.anAH(EASTONBEm}onanﬂTest

25X4A

(oo -os0 136 ortique vf_
104 - 1045 =3s8age Writing and Cable Format
1 Augmst 2055 - 1130 Tradecraft

(Fri) 1230 - 1330 136 " (bjective Tezt B
1340 - 1500 236 Comrse Administration
1500 - 1700 136 Sritique of bjective Test B and
Fhase I of Course

(D) Discussion (s) stuy (Su) summry
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e EE-CR BT 7
ADMINISTRATIVE FROCEDURES #65 PEASE It -~ FIRST WEEK :“
A
DATE TIME RO SUBJECT ard NATURE OF INSTRUCTION REQUIRED READING ‘
ngas - 1200 136 Foreign Assigments: [N :5%'C L Lecture Outline
17&,“) id 2338 - 1700 136 Foreign Travel amd Practice (L)iP Study Guide - Parts I avd IX
25X1A ]
- 136 Foreign Travel Test @
%8-%:3 136 Principies of Type II Field Supply Procedures lecture Outline and Stuly Guide
18 August 1300 - 1k00 136 Beviey of Ssuple Problem
{Tacs) 140 - 150 AW "PHE OFHER BAT" - Film and Critique =)
1500 - 17060 136 Type XX Property Recoxds Practice
, 25X1A
Augus 0 - 0 136 Review of Type II Property Records Prastice Problem
CERT gRiiE B mImaiEhan I - » Pocotire
1230 - 1700 136 Clsss B Accounting Procedures and Practice (v) #88 Ja] 8
ounting Prastice
20 August 0830 - 1130 136 Conpletion of Acc
Thar PRETY 136 Class B Accounting Test
(e i?%g - 17& 136 Fay to Ow Per 2 lecture Outline
ot
{ hY
0930 - 0940 136 Shipment of Car and Household Effecte Lecture Outlin: ~
0950 - 1030 136 Critique of (Foreign Travel
21 August 100 - 2110 136 Property Records
(Fri) 1110 - 145 136 Class B Aceounting
1zhs - 1345 136 Objective Test C
1355 - 1kk0 136 Course Administration
1450 - 1700 136 Critique of Cbjective Teat C and Course

8-E-C-R-E-T -




v $-E-C-B-E-T
ADMINISTRATIVE PROCEDURES #36 PHASE 1 - FIRST WEEK
DATE TIME ROOM SUBJECT AND NATURE OF INSTRUCTION INSTRUCTOR(S ) REQUIRED READING
0830 - 0900, 136 Course Administration and Introduction
0910 - 1020 136 Netional Security Council 25X1A public law 253 & 110
- 28 Sept. 1030 - 1200 136 Orgenization of Deputy Director Intelligemce Orgenization (N >5x1A
{Mon) 1300 - 1350 136 Use of Agency Regulations and Memuals tline
1400 - 1500 136 Security of Employees Outside Activities 25X1A
1510 - 1700 AUD Film - THE ANIMAL FARM and Critique
0830 - 0950 136 Organization of Deputy Director Support 25X1A |
29 Sept. 1000 - 1200 136 Organization of Deputy Director Plens Chapters I, III, V ‘
(Tues) 25X1A i
1300 - 1500 136 Functions of Area Divisions & Overseas Installations Chapter VII, Part A ]
1510 - 17C0 136 Personnel Techniques and Services Iecture Outline }
|
|
30 sept. 0830 - 1150 136 Clandestine Services Records Procedures tecture Cutline S s5xia |
{Wed.) 1200 - 12ko 136 Office Administration Skit i
1340 - 1700 136 Domestic Travel and Practice Lecture Cutline ‘ .
1 Oct. 0830 - 1200 136 Review of Travel Practice and Test !
{Thur ) 1300 = 1700 136 Dispetch and Pouch Mspifest Procedures & Practice Lecture Outline and Study fuide O
0830 - 0920 136 Records Integration Functions lecture Outline
2 Oct. 0930 - 1200 136 Review of Dispatch Practice and Test
{Fri) 1300 - 1420 136 Seminar on Organization
1430 - 1530 136 Medical Office Procedures
1540 - 1700 136 Cbjective Test A
(L) Ieeture (F) Film (Sk) skit (P) Practice (R) Review (S) Seminar
S-E-C-R-E-T
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ADMINISTRATIVE PROCEDURES #86

PHASE I - SECOND WEEK

DATE TIME ROOM SUBJECT ARD NATURE OF INSTRUCTION INSTRUCTOR(S ) REQUIRER READING
0830 - 1010 136 Neme Checks Lecture Qutline
5 Cet, 1020 - 1230 136 Project Procedures 25x1A Iecture Outline
(Mon) 1330 - 1410 136 Critique of Objective Test A
1420 - 1700 136 Message Writing and Ceble Format Cable Handbook and Lecture OQutline
i
0830 - 1130 136 Cable Procedures, Practice and Critique -/
6 Cet. 1230 - 1410 136 Message Writing and Cable Test
(Tues ) 1420 - 1540 136 Intreduction to Clardestine Activity
1550 - 1700 136 Opposition to Clandestine Activity
0830 - 1000 136
1010 - 1040  AWD 25X1A
T Gct. 1050 - 1200 136
{Wed) 1300 - 14ko 136 Cammnications
1450 - 1550 AUD Persopal Meeting Film and Discussion .
1600 - 1700 136 Completion of "The Spy Web" Questionnmaire
0830 - 1010 136 F 25X1A
8 Oct. 1020 - 1200 136 scussion of "The Spy Web" )
{Thur) 1300 - 1350 136 Tredecraft Summs: O
1400 - 1700 AUD Film - WALK EAST ON BEACON and Test
0830 - 0940 136 Critique of Domestic Travel
0950 ~ 1050 136 Critique of Dispatch and Pouch Procedures
9 Oct. 1100 - 1145 136 Critique of Message Writing and Ceble Format
(Fri) 1155 - 1230 136 Critique of Tradecraft
1330 - 1430 136 Objective Test B
kb0 -~ 1520 136 Course Administration
1530 - 1700 136 Critique of Cbjective Test B and

Phase I of Course

{c?

Critigue

o}

scussion (Ws} Workshop

(A} Admipistration




11 - FIRST WEEK

S-E-C-B-E- ‘
PHASE
__._,_,,_,_-—-,__.__._.——_____.___..
TRSTRUCTAR(S) REQUIRED READING

lecture Qutline
Study Guide - parts 1 and 31

25X1C

e

—
12 Oct. 0830 - 1200 Foreign Aseignmentsd
{¥on) 1300 - 1700 136 Forelgn Trevel and practice
T
0830 - 1020 Foreign Travel Test (A
13 Oct. 1030 - 1200 136 Principles of Type 1T Field Supply Procedures Lecture Qutline & Study Guide 1
{Tues) 1300 - 00 136 Review of Semple Provlen |
1410 - 1450 AWD wppE OTEER HAT" - Film and Critique '
1500 - 1700 136 pype 11 Property Records Practice 25X1A \
1k Oct. 0830 - 0930 Review of Type 11 Property Records FPractice Problen \
(#el) 0 - 1130 136 11 Property Records Test |
1230 - 1700 136 Class B Accounting procedures and Practice €less B Procedures
e
15 Octo 30 - 1130 136 Completion of Accounting practice
(Tour 1230 - 1450 136 Clses B Aecounting Test
1500 - 1700 136 payments O Overseas Personnel Lecture Outline
/‘,,_..-——— e e PaaN i
% |
and Household Bffects lecture Outline i
i

0830 - OgH0 136 Snipment of Car
0950 - 1030 13 critique of Forelgn Travel
136 Critique of P. operty Records
Class B Accounting

16 Octe 10k0 - 1120
(Fri) 3110 - 1385 136 critique: of
1245 - 1345 136 Objective Test C
_ 14h0 136 Course Administraticn
- critique of Cbjective Test G and Course
__,_a_____,____——--——-—_,.— ‘________//"
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o S-ECRET . :
“MDISRATIVE rocnuRes f67 PEASE I - FIRST WEEK Q;g "‘
W SUBJECT AND FATURE F INSTRUCTION IRSTRUCTCR(S ) REQUIRED READING o
0830 - 0910 336 Course Administration and Imtroducticn 25X1A

Public law 253 & 110
Crgnateation [ 25X1A

B 25x1A
Lecture Cutline

Organizaticn 25X1A  @&r
DDP Charts - Mtnm @ |
Lecture Outline I
Speaker

0910 - 1010 136 Kational Security Council
30 Bov. 1020 - 1200 136 Organization of Deputy Director Intelligence
{¥oa) 1300 - ko A Fila - "The Animal Parm" amd Critique
1450 - 1550 136 Security of Employees Outaide Activities
1600 - 1700 136 UaeongencyReauatimanilhmmls

0830 - 1000 136 Organization of Deputy Director Suppart
1 Dec, 1010 - 1200 136 Organization of Deputy Director Plana
] {Pues) 1300 - 1500 136 Personnel Techniques and Services
- 1518 - 1700 136 Current Status & Objectives of International Commund em

0830 - 1030 136 Functions of Area Divisicns & Overssas Installations 4rea Division Charts - Lecture Outline

2 Dec. 1050 - 1120 136 Office Administration Skit

{ve) 1130 - 1230 136 Medical Office Procedures 25X1A
1330 - 1700 136 Clandestine Services Records Procedures - lecture Outline

3 Dsc..  083C - 1230 136 Dispatch and Pouch Manifest FProcedures & Practice (L) Guide - lecture OCutline

{Bmr) 1330 - 1530 136 ¥ame Checks L msw Outline
1540 - 1700 136 Seminar on Organization

i %Dec. 0830 - 0920 136 Records Integration Functions (L Lacture Outline o
r (Fri) 0530 - 1200 136 Review of Dispatch Practice amd Teat (R)

1300 - 1700 136 Damestic Travel and Fractice () lacture Cutline

{1} lectwre  (F) Pilm (C) Critique {sk) sKit (P) Practice {s) Seminar (R) Review {T) Test
( scussion  (Ws) Woxkshop (u) Summary (A} Administration

5
e
g

195

S-E-C-R-E-

930A000 llIliilll'J'iﬂ n
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S-E-C-R-E-T

ADMINISTRATIVE PROCEDWRES #87

TIME

SUBJECT AND FATURE CF INSTRUCTION

0830 - 1130
1230 - 1430
14ko - 1540
1550 - 1700

Review of Dameetic Travel and Test
Froject Procedurea

Objective Test A

Introduction to Clamdestine Activity

0830 ~ 094>
0950 - 1130
1230 - 1300
1310 - 1420
1430 ~ 1700

ition to Clandeatine Activity
25X1A

Commmnicaticns; Film - "Personal Meeting” and
Discussion of Film

0830 ~ 1000
1000 - 1100
1110 - 1230
1330 - 1700

Work on Spy Wed" Questionmaire

Tradecrafi Sumary
Film -~ "Walk East on Beacon” and Test

0830 - 0930
o940 - 1010
1020 - 1230
1330 - 1700

Critique of Dispetch and Pouch Procedures
Critique of Domestic Travel

Message Writing and Cable Format

Cable Procedures, Practice and Critique

0830 - 1020
1030 - 1230
1330 - 1430
14k0 - 1540
1550 - 1700

Measage Writing and Cable Test
Discussion of "The Spy Web"
Critique of Tradecraft

Cbjective Test B

Critique of Cbjective Tests A and B

Cable Handbook - lecture Outline

o

S-E-C-R-E-T
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»  8.B-L-R-E-T

PHASE II - FIROT WEEK

SUBJECT AND FATURE OF INSTRUCTION

REQUIRED READING

Foredgn Assigments: [N >5x'C
Critique of Message Writing and Cable Format
Foreign Travel and Practice

Iecture Outline
Study Guide - Parts I amd II

Foreign Travel Test

Principles of Type II Field Supply Procedures
Review of Sample Froblem

Film - “The Other Hot" and Critique

Type II Property Recoxds Practice

25X1A

Study Guide ~ Iecture Outline

Review of Type II Property Records Practice and Test
Class B Accounting Procedures and Practice

Campletion of Accounting Practice
Class B Accounting Test
Payments to Overseas Persomnel

Shipment of Car and Household Effects
Critique of - Foreign Travel
- Property Records
-~ Class B Accounting
Course Administration
‘Objective Test C
Critique of Objective Test C and Course

S-E-C-R-E-T
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